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HR351 Position ChartField Assignment/Update

Position ChartField Assignment/Update

This job aid is a step-by-step guide for agencies that need to assign or update ChartField values at
the position level.

If the Agency is using field values on the Employment page of the employee’s Job Record to define
financial values navigate to the Employment page and update as needed. Those steps are not part
of this job aid. See theHR351 New Hire Job Aid for navigation details and screenshots of the
Employment page.

Note: The user will need the role of V_PY_BUDGET_PROCESSOR to have the required access to
Add or Update ChartField values on a position.

This job aid does not include updating the Department Level Budget or the Budget rollover process.
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Assign ChartField Values to a Position
1. Navigate to the Department Budget Table USA page using the following path:

Navigator > Setup HCM > Product Related > Commitment Accounting >
Budget Information > Department Budget Table USA

The Department Budget Table USA search page displays.

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘ ‘ Add a New Value

¥ Search Criteria

SetlD | =[v] 18100 Q
Department | begins with[v]| | 18100 Q
Fiscal Year | =
Budget Level | =

Position Pool ID | begins with[V]
Job Code Set ID | begins with[wv]
Job Code | begins with|v]
Position Number | begins with[\] | DLID000S

Empl ID | begins with[™]

R 1L |L |L L »

Empl Record | =

Oinclude History
Limit the number of results to (up to 300): | 300

Search H Clear l Basic Search P Save Search Criteria

2. Click the Add a New Value button to add a ChartField value
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The cleared screen is displayed.

Department Budget Table USA

SetlD 18100 Q

|Departr|1enl 18100 Q I

Fiscal Year = 2022

| Find an Existing Value ‘ ‘ Add a New Value ‘

| Budget Level | Position

Position Pool ID Q
Job Code Set ID Q
Job Code Q

Position Number DLIO0005 Q@

Empl ID Q

Empl Record [X=%

o o A~ W

assigned

7. Click the Add button

Rev 11/16/2021

HR351 Position ChartField Assignment/Update

In the SetlD field, enter the Business Unit for the position
In the Fiscal Year field, enter the Fiscal Year the ChartField code is applicable
In the Budget Level field, click on the down arrow and select Position

In the Position Number field, enter the position number of the position to have a ChartField value
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The Department Budget Table USA page is displayed.

< Cardinal Homepage Department Budget Table USA

10.

11.

12.

13.

ion ChartField Assignment/Update

SetlD 18100

Eicoall 2022,

*Budget Begin Date ||

*Offset Group

Q\l

Budget Cap

@® Per Budget Level

Suspense Combination Code

“Effective Date | 09/21/2021 [

Combination Code

Balance

Save | Notify ‘

0.00

{ Dept Budget Date || Dept Budget Defaults |‘ Dept Budget Earnings ||‘ Dept Budget Deductions

O Per Earn/Tax/Ded

>
Department 18100 DEPT OF LABOR AND INDUSTRY
*Budget End Date |
Q| 10f1[v] I View Al
Effective Sequence Q0 + | - |
ChartField Details
| Add ‘ ‘ Update/Display | ‘ Include History

Dept Budget Date | Dept Budget Defaults | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes

Enter the Budget Begin Date (the budget year will always being as of 7/1 of the desired year

Enter the Budget End Date (the budget year will always end as of 6/30 of the desired year

Enter the Offset Group by selecting the look up icon. (this is a required field)

Note: The Suspense Combination Code will default to the system date.

Change the Suspense Combination Code Effective Date to be the date this position was active.
(the effective date MUST fall within the Fiscal Year entered in the Budget Begin and Budget End

Date values)

Click the ChartField Details link to enter the Suspense Combination code to be used for suspense

activity

Click the Dept Budget Earnings tab
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The Department Budget Table USA page displays with the Dept Budget Earnings tab open.

< Cardinal Homepage

Department Budget Table USA

| Dept Budget Date ‘ Dept Budget Defaults ” Dept Budget Earnings ‘ Dept Budget Deductions | >
setD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2022
Budget Begin Date Offset Group Budget Cap
® Per Budget Level Per Earn/TaxiDed
Budget End Date
Default Funding Source Option Distrib over Actual Eamings
Level Q | 1of 1[v] 1 View Al
Department Position Pool Jobcode ® Position Appointment + ‘ . ‘
Position Number  DLIO0005 Safety & Health Consultant
*Effective Date |09/21/2021 [ExH]| Eff Seq 0 “Status | Active v Date Entered 09/21/2021
Budget Level Cap 0.00| “Currency |USD Q|
Earnings Distribution
5 Q 1-10f1[¥]
Combination Code H Distributed H Eaming Code Description ‘ Combination Code Description \” Exclusion Fringe Group ” Redirect Combo Code ‘ TS
— “Saquence _— = . ——
arnings Code Sorl e Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
9 ] + -
‘ Notify ‘ ‘ Add ‘ ‘ Update/Display | ‘ Include History ‘

14. Click the Combination Code Description tab in the Earnings Distribution section

The Combination Code Description tab displays.

Level

Department Position Pool

Position Number DLI00005

Jobcode

Safety & Health Consultant

Q |1 I View Al

10f1]v]

@ Position Appeintment + ‘

1-10f1[v]

“Effective Date |09/21/2021 | EffSeq 0 “Status | Active | Date Entered 08/21/2021
Budget Level Cap 0 00‘ “Currency |USD Q ‘
Earnings Distribution
B Q
Combination Code | Distributed 1 ‘ Eaming Code D I [ Ci Code D I ‘ Exclusion Fringe Group 1 ‘ Redirect Combo Code
Code < Number C Code Combination Cede Description ChartField Details
: al

15. Click the ChartField Details link

Rev 11/16/2021
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The ChartField Details fields display.

16.

i N e Y Y N N V11 Y VLV WL ot T e || N e WAV e eV Ve I WP S WS N

ChartField Details
setin: 18100 L _

ChariField Detail

| ok | Cancel

<

If the Agency is using SpeedType values click the search in the Search Options box. If the agency
is not using SpeedTypes move to step 20

The Search Options box displays.

17.
18.

Search Speed Types *
Help
SpeedType Key || Q |
Search by ChariFields
Account 509999 Asse Q Category Q
Fund Q Agency Use 1 a Subcategory Q
Program Q Agency Use 2 Q Affiliate Q
Department a PC Business Unit Q Fund Affiliate a
Cost Center Q Project Q
Task Q Activity Q
FIPS a Source Type a
search | Clear | Cancsl
ChartField Detail
H Q
Select SpeedType Account Department Project Task Fund FIPS Affiliate Asset Agency Use 2 Cost Ce|
1 Selec

Enter the SpeedType Key and click search
Click the desired SpeedType values. Skip to step

The ChartField Common Component window displays and the fields are blank. (Except Account
which defaults to 599999.)

19.

20.

et NN e T N e T e e P e BT CBBRIEITE i e e S N TN N
‘ChantField Details é
<
------ T <
<
S ——— rr—————— o — A
ke 3 Q @
(e |
<

Using valid combination codes enter the new ChartField codes

Note: If an invalid ChartField combination was entered, the user will receive a message indicating
the combination is invalid

Click Ok
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The following screen is displayed.

< Cardinal Homepage

Default Funding Source Option Distrib over Actual Earnings
Level

Department Position Pool Jobcode ® Position

Position Number DLI0000S
“Effective Date |09/21/2021 m

Salety & Health Consultant

Eff Seq 0 "Status | Active

Department Budget Table USA

Q 10f1[v]

Appointment

] Date Entered 09/21/2021

Budget Level Cap 0.00

Earnings Distribution

5 Q

*Currency USD Q

Combination Code ‘ | Distributed Eaming Code Description

Earnings Code *Sequence Number Combination Code

Save Notify

‘Combination Code Description

Exclusion Fringe Group

Combination Code Description

User Account 000442559

1-1of 1[v]

Redirect Combo Code | ¢

ChartField Details

Add Update/Display ‘

_

Include History

HR351 Position ChartField Assignment/Update

| View All

21.
22.

In the Sequence Number field enter 1

If additional funding is required click the Add a row using the plus icon and repeat steps 20 — 23.

In the Sequence Number field enter the next sequential number. (In this example it would the user

would enter 2)

| e,

Level

Department Position Pool

Position Number DLI0O0005
*Effective Date | 09/21/2021 [1%)

Budget Level Cap 0.00

Earnings Distribution

B Q

Combination Code Distributed Earning Code Description

Earnings Code q Number C Code
1 Q 1 000442559
2 Q 2 000442571
| save | nNotity

\/“"-\/-/\m/\_...,-._/"’ R T S AW

R -

Jobcode

Eff Seq

e T

® Position

Safety & Health Consultant

0 *Status | Active v

*Currency |USD Q

Combination Code Description
Combination Code Description
User Account 000442559

User Account 000442571

Exclusion Fringe Group

B Y e W N N
Q 10f1v|

Appointment

Date Entered 09/21/2021

Redirect Combo Code

ChartField Details
ChartField Details

[ChartField Details|

Add

Update/Display

+ - %
¢
3
(3 §
+ -
+ -

¢

Include History i

23.
step 27 to save the action
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If split funding is required, click the Distributed tab. If split funding is NOT required continue to
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The Distribution section is displayed.

Earnings Distribution

o
]

Department Position Pool Jobcode
Position Number DLID0005 Safety & Health Consultant
*Effective Date |0g/21/2021 [] Effseq O
Budget Level Cap 0.00

5 Q
Combination Gode || Distributed Earning Code Deserlption Gombination Gode Descrlption |
Earnings Code *Sequence Number Combination Code
1 Q 1 000442559
2 Q 2 000442571

Appointment

*Status  Active ™)

*Currency USD Q

Excluslon Fringe Group

Distributed

HR351 Position ChartField Assignment/Update

R e et UGV SN o S o NPV T WU N o Ix—./‘u’ N -\____m-ir»_f‘—\_:’ Tt I}

+

Date Entered 09/21/2021

12 of 2[v]
Redirect Gombe Code | [l

% Effort
50 |4 =
0|4 =

‘ Add ‘ Update/Display | Includs History §

24. For each Combination Code enter the percent to be charged in the % Effort field

25. Click the Save button

Rev 11/16/2021
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Update ChartField Values for a Position
1. Navigate to the Department Budget Table USA page using the following path:

Navigator > Setup HCM > Product Related > Commitment Accounting >
Budget Information > Department Budget Table USA

The Department Budget Table USA search page displays.

Department Budget Table USA

Enter any information you have and dick Search. Leave fields blank for a ist of al vaiues.

Find an Existing Value | Add 2 New Vahue

Position Pool 10 | begins with ]
Job Code SetID | bagins with |
Job Code | begins witi |

Bosition Numbar | begns wi ]

IR -y

2. Click the Clear button to remove any existing values in the search criteria fields

Department Budget Table USA

o oLl L £ 0

In the SetlD field, enter the Business Unit for the position
In the Department field, enter the Department the position
In the Fiscal Year field, enter the Fiscal Year the ChartField code is applicable

In the Budget Level field, enter the budget level Position

N o o bk~ w

In the Position Number field, enter the position number of the position to have a ChartField value
assigned

8. Click Search
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The Department Budget Table USA page is displayed.

| Dept Budget Date ‘ ‘ Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions | >
SetID 18100 Department 18100 DEPT OF LABOR AND INDUSTRY
Fiscal Year 2020
*Budget Begin Date  (07/01/2019 *Budget End Date  06/30/2020
"Offset Group | STATE State Offset
Budget Cap
® Per Budget Level Per Earn/Tax/Ded

Suspense Combination Code Q | 10f 1 I View Al
“Effective Date |07/01/2019 Effective Sequence ] * =
Combination Code 000433351 User Account 000433351 ChartField Details
Balance 0.00
I Save. | | Return to Search | | Notify | ‘ Add ‘ Update/Display Include History
Dept Budget Date | Dept Budget Defaults | Dept Budget Eamnings | Dept Budget Deductions | Dept Budget Taxes

9.

Click the Dept Budget Earnings tab

The Department Budget Table USA page displays with the Dept Budget Earnings tab open.

RPN A

SNy
Dept Budget Date

Budget Level Cap M\r/\'

10. Click the Add a row icon

Rev 11/16/2021

Dept Budget Defaults | | Dept Budget Earnings Dept Budget Deductions | > <
SetD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2020 !)
Budget Begin Date 07/01/2019 Offset Group STATE Budget Cap
® Per Budget Level Per Earn/TaxiDed
Budget End Date 06/30/2020
Default Funding Source Option  Distrib over Actual Eamings 3
Level Q 1of1[v] View%
Department Position Pool Jobcode @ Position Appointment = ;
Position Number  DLI0000G Safety & Health Compliance Off 5
*Effective Date [07/012019 [ EffiSeq 0 "Status | Active ) Date Entered 08/07/2020 x

o NS e I NN T TN

“Currency [USD Q
N
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A row is added.

HR351 Position ChartField Assignment/Update

@éﬁ@w}ﬁmmﬂmww W}W@“@WI\%%N%%NMW

11.

Click in the Effective Date field and select the new effective date.

<
SetiD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2020 {
Budget Begin Date 07/01/2019 Offset Group STATE Budget Cap
® Per Budget Level Per Earn/Tax/Ded
Budget End Date 06/30/2020
Default Funding Source Option Distrib over Actual Earnings
Level Qo Tof3lv] b B | ViewAl?
Department Position Pool Jobcode ® Position Appointment + - Q
Po Safety & Health Compliance Off
Eff Seq “Status | Active Date Entered 09/22/2021
Budget Level Cap 0.00 *Currency |USD Q
Earnings Distribution
5 Q 1-20f2[¥]
Combination Code ” Distributed ‘ [ Eaming Code Description ‘ [ Combination Code Description ‘ [ Exclusion Fringe Group ‘ [ Redirect Combo Code | IIF
Earnings Code "‘zelﬁgif"‘e Combination Code Funding End Date Fiscal Year Budget Amount Distribution % (
1 al |1 000442559 50000 | =
2 al [[ 000442571 50000) | =
‘ Return to Search } ‘ Notify ‘ | Add ‘ UpdatelDisplay | | Include History

(The effective date MUST fall

within the Fiscal Year entered in the Budget Begin and Budget End Date values)

[ Dept Budget Date

I Dept Budget Defaults H Dept Budget Earnings

Default Funding Source Option Distrib over Actual Earnings
Level

Department Position Pool Jobcode

Position Number DLI00006
*Effective Date | 01/01/2020 |

[ Dept Budget Deductions

SetID 18100 Department 18100 DEPT OF LABOR AND INDUSTRY
Budget Begin Date 07/01/2019 Offset Group STATE
Budget End Date  06/30/2020

Safety & Health Compliance Off

EffSeq 0

>

Fiscal Year 2020
Budget Cap

® Per Budget Level Per Earn/Tax/Ded

Q |

@ Position Appointment

*Status | Active Date Entered 09/22/2021

1-20f2[¥]

Eamings Code | produence Combination Code
1 Q 1 000442559
2 ol [1 000442574

Save | Return to Search H Notify I

Budget Level Cap 0.00 *Currency [USD Q
Earnings Distribution
5 Q
Combination Code [ Distributed H Eamning Code Description | Combination Code Description ” Exclusion Fringe Group H Redirect Combo Code | I

1of2v][ > M1 ViewAl
+ -

Funding End Date Fiscal Year Budget Amount Distribution %
50000 4| —
50000 | - g
‘ Include History ‘ L

‘ Add } UpdatelDisplay

12.

Rev 11/16/2021

Click the Combination Code Description tab in the Earnings Distribution section
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The Combination Code Description page is displayed.

s, —, = e in, v - W“m.
{E;éf‘gﬁugst Dak/—H\/ Depmmv_{lﬁh%p Budgat Earning\s“ﬂ Dot Budgdt Dedutsns |57 —\ »—\,2
SetiD 13100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2020
Budget Begin Date 07/01/2019 Offset Group STATE Budget Cap
® Per Budget Level Per Earn/Tax/Ded
Budget End Date 06/30/2020
Default Funding Source Option Distrib over Actual Earnings
Level Q | 1of2[v]| P
Department Position Pool Jobcode ©Position Appointment
Position Number DLI00006 Safety & Health Compliance Off
“Effective Date |01/01/2020 EffSeq 0 “Status | Active Date Entered 09/22/2021
Budget Level Cap 0.00 “Currency |USD Q
Earnings Distribution
5 Q 12 0f2[¥]
Combination Code ||| Distributed ‘l Earning Code Description I [ Combination Code Description ‘ ‘ Exclusion Fringe Group ‘ Redirect Combo Code } I
Eamings Code  *Sequence Number | Combination Code Combination Code Description ChartField Details
1 al |1 000442559 User Account 000442559 ChartField Details +
2 al |1 000442571 User Account 000442571 ChartField Details +

13. Make the applicable update to the ChartField values. In this example a ChartField Combination is
being deleted. If the ChartField values need to be changed click the ChartField Details and update
as needed. Examples of this approach are in the Assign ChartField Value to a Position section of

this document.

14. Click the minus icon to delete the row that is no longer applicable

15. Click on the Distributed tab to update the percentage that will be charged

Rev 11/16/2021

Page 12 of 13



//) Cardinal

Human Resources Job Aid

The Distributed tab is displayed.

16.

17.

[ Dept Budget Date [ Dept Budget Defaults 1 [ Dept Budget Earnings [ Dept Budget Deductions | 3 {
SetD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2020
Budget Begin Date 07/01/2019 Offset Group STATE Budget Cap
© Per Budget Level Per Earn/Tax/Ded
Budget End Date 06/30/2020
Default Funding Source Option Distrib over Actual Earnings
Level Q | 1of2v]| P M1 ViewAl
Department Position Pool Jobcode © Position Appointment + -
Position Number DLID0006 Safety & Health Compliance Off
“Effective Date |01/01/2020 Eff Seq 0 “Status | Active Date Entered  09/22/2021
Budget Level Cap 0.00 *Currency USD Q y
Earnings Distribution
B Q 1-10f1[v]
Combination Code [ Distributed H Eaming Code Description [ Combination Code Description [ Exclusion Fringe Group ‘ [ Redirect Combo Code | IIb
Earnings Code “Sequence Number  Combination Code Distributed % Effort
1 al 1 000442571 ‘ |+ =
[ Save ‘ | Return to Search ‘ [ Notify ‘ Add Update/Display Include History

HR351 Position ChartField Assignment/Update

Enter the new percentage to be charged to this account by placing the cursor in the % Effort field

and entering the percentage. (The percentage will need to equal 100)

[ Dept Budget Date ” Dept Budget Defaults H Dept Budget Earnings ” Dept Budget Deductions 1)
SetiD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2020
Budget Begin Date 07/01/2019 Offset Group STATE Budget Cap
® Per Budget Level Per EamniTax/Ded

Budget End Date 08/30/2020

Default Funding Source Option Distrib over Actual Eamings

Level Q | 1of2]| b B 1 ViewAl
Department Position Pool Jobcode ® Position Appointment + -
Position Number DLI00006 Safety & Health Compliance Off
“Effective Date |01/01/2020 Eff Seq ) “Status | Active Date Entered 09/22/2021
Budget Level Cap 0.00 *Currency |USD Q

Earnings Distribution

B Q 1-10f1[¥]
Combination Code [ Distributed 1 I Eaming Code Description 1 [ Combination Code Description I [ Exclusion Fringe Group I [ Redirect Combo Code | [I»
Eamnings Code “Sequence Number  Combination Code Distributed % Effort

1 Q 1 000442571

I Save ‘” Return to Search H Notify ‘ | Add Update/Display ‘ Include History

Dept Budget Date | Dept Budget Defaults | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes

N Y - Ve e W W N W e

Click Save

Note: The ChartField values are saved applicable on the new effective date.
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